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Introduction to Excel

Name _____________________



NOTE: To use the examples included in this document, you will need Windows Media Player version 9 or higher. If you don’t have version 9, choose to upgrade when given the choice to do so. When you click on an example link, choose the Open File with WMV option.


Excel is a spreadsheet program. Spreadsheets are good for entering and analyzing data from a variety of sources.


Open up Excel and look around the screen. Each rectangle in the grid can be used to hold data or a formula. Each cell also has its own cell reference, which includes a letter and a number. The top left cell has a reference of A1 (very similar to the game of Battleship).


For your first task, you will be entering “scientific data” into the different cells. 


First, find cell A1 (should be in the top left-hand corner). Type in the word “Time” and hit ENTER. Next, go to cell B1 and type the word “Distance” and hit ENTER. Next, type in the titles shown below for C1, D1 and E1. Don’t worry if they don’t fit; we’ll fix that next.


The titles in C1. D1, and E1 may not fit in the column. To adjust the column width, select column C by clicking on the letter C. The entire column should turn black. Next, move the cursor to the right so that it is on the border between column C and D. The cursor should change to a line with two arrows pointing to the left and right. Click and drag the column border to the right until the words ‘Average Speed’ fits. Do the same for the other two titles. Your spreadsheet should look like the one below:
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You will be entering data for a bicycle race. Enter the data in the table below for the time and distance covered by the cyclist into columns A and B.

	Time (minutes)
	Distance (miles)

	5.0
	1.30

	10.0
	2.75

	15.0
	3.38

	20.0
	4.10

	25.0
	4.95

	30.0
	4.95

	35.0
	7.14

	40.0
	8.56

	45.0
	9.88

	50.0
	10.94

	55.0
	11.85

	60.0
	12.98

	65.0
	14.30

	70.0
	15.66

	75.0
	17.19

	80.0
	18.60

	85.0
	19.94

	87.2
	20.00



So far, we have not done anything to save you any time. But now we will enter formulas and let Excel do the work instead of us!


All formulas in Excel start with and equals sign (=). This tells Excel we want it to calculate something. Go to cell D2 and I’ll show you what I mean.


Total Average speed is the total distance traveled divided by the total time, or 
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   In row 2, the total distance traveled is in cell B2; the total time is in A2; so you formula would be =B2/A2 (the slash means divide). Go ahead and type that formula in cell D2. You should get this:
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   The units for this answer would be miles per minute. The top circle represents the formula, the bottom circle is the answer in cell D2.
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   Now here’s the cool thing about Excel; it can do a lot of stuff for you. Next we want to enter the formulas to complete column D. Sure, you could manually type them in, but that would take a lot of time, and you might make a mistake along the way. Let’s learn how to make Excel copy the formulas for us.

   First, make sure cell D2 is selected. If you look in the lower right-hand corner of the cell, you will notice a very small black square. If you place your cursor over it, it turns into a black ‘+’ sign. While the cursor is a plus sign, click and hold your mouse button down while you drag down to cell D19 – then let go. All the formulas have been copied – and better yet, updated for each row. To see how this is done, click here for a demo. 

   Your spreadsheet should now look like this:
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   Now we want to add formulas for column E (Distance remaining). The race is 20 miles long, so the distance remaining is the value in Column B minus 20. Go to cell E2 and enter the formula =20-B2. E2 should come up with the following value (see right).

   Now you can copy this formula down the column in the same way that you did previously. Now your spreadsheet should look like this:
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   The last remaining column to fill out is column C. You will need to calculate the Average speed per leg. Average speed per leg is equal to 
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, where d = distance for that leg and time is the time for that leg. You will have to calculate the distance by taking the total distance and subtracting the previous total distance. For cell C2, the formula is easy – you can use B2 for leg distance and A2 for the time.

    It gets tricky for C3. To calculate the leg distance, take the total distance (B3) and subtract the previous distance (B2). To calculate the leg time, take the total time (A3) and subtract the previous total time (A2). You’ll have to place these two calculations in parenthesis so that they calculate first. Then do the division part of the problem. See if you can do it on your own. Make sure to start your formula with an ‘=’ sign!

   Once you have entered the formula for C3, you can copy that formula down the column.

   If you did everything correct, it should look like this:
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   If it doesn’t look like this, the correct formula for C3 is displayed where the red circle is.

   Now it’s time to format the data so it is readable. Let’s do column D first. Click on the Letter ‘D’ to select the entire column. 
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   Next, right-click your mouse on the letter ‘D’ and choose the ‘Format Cells’ option. A window will pop up that looks like this:

  Make sure the number tab is selected (see circle). Next, choose the Number option (under Category). Then hit the OK button. All those cells should now show numbers with 2 decimal places. Do the same thing for all columns but Column A.

   Your spreadsheet will now look like this:
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   Now would be a good time to save your work (if you haven’t done so already). You can name your Excel Spreadsheet anything you want, but I would advise you to save the file in YOUR system folder – that way you can access it from any computer on the network.

   Time to do some graphs (or charts as Excel calls them).

First, let’s do a time/distance graph. Start by selecting cells B2 thru B19.

Next, click on the Chart icon [image: image8.png]


.

A window will appear asking you what kind of chart you want. Choose the Area option and click on the Next button.

   On step 2 (of 4), we need to tell the Chart what the ‘X’ axis values to use – since this is a distance/time graph, we want time to be the ‘X’ axis data.

   Make sure the Series tab is selected and go down to the Category (X) axis labels section, then go to the little red arrow inside the box to choose the data you want to use. 


Next, select cells B2 to B19 (your time data) and hit the ENTER key to select that cell range. That cell range should now appear in the window next to the red arrow icon.

   To complete this step, go to the name field and replace =Series1 with the word ‘Distance’. If you need help with these last two steps, click here to watch me do it.

This window should now look like this:

   Click on the next button to go to Step 3 (of 4).

   There’s a lot to do in this #3 window. Start by selecting the Titles tab (it should already be selected). Fill in the fields as shown here:

   Next click on the Legend tab and uncheck the show legend box (you don’t need the legend if you’re only plotting one series).

   Finally, click on the Data Table tab and check the Show Data Table option. Click on the Next key when you have done all this. To see me do all this, click here:

   Now you’re on your final chart window. Choose the As New Chart option, and name the Chart DisTime. To see me do this, click here.

   Here’s our chart. Looks pretty spiffy. When you graph data, it is much easier to understand.

   You can see that there was a point in the race where this guy stopped (circle) during the race. Overall though, this guy kept a pretty steady pace as he headed for the finish line.

   If you want to make additional changes to your chart, now is the time. Right click on any item you want to change. You can change the color, size of the type, anything!

   For now, change the title of the graph to include your name. Click on the title (Distance vs. Time) and insert your name in the title (click here to see me do this).

  Print this chart out now. This is one of two charts that you will turn in for this assignment. Make sure you name appears in the title of the chart!

   Next, we will make a new chart that plots the average speed of each individual leg. Use column C for your data. This will be a Speed vs. Time graph (use that for the Title of the chart, as well as labeling the axis). Make sure to have your name in the title as well! Use the same procedure as the graph above.

   To see what this new chart should look like, look below:


   It it’s OK, print it out.

  On your printed chart, draw a circle around the time when the runner’s speed was zero (he was stopped).

   Next, draw a square around the time when the runner’s speed was the fastest.

   Finally, write here what you think the runner was doing for the last 2.2 minutes of the race.

Print it out and your done!

Make sure to turn both charts in for this assignment.
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